Training checklist for staff and volunteers involved in co-op operations
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Checklist as required under the Housing Services Act for the training of staff and volunteers of co-ops.




Checklist for staff training
	
	Item 

	Comments
	Ideas and resources

	Staff training

	
	
	

	· Employees of the co-op
· Maintenance
· Administration
· Finance
· Other

	· Set annual training plan during annual performance review 
	
	· Plan to include:
· Annual training requirements (WHMIS, first aid, etc.) 
· Professional development	
· New requirements for the job
· Time away from the job for training
· Budget for training
· Resources for training
· CHF Canada’s online learning course, Training in co-op management: The Co-op Difference
· The Institute of Housing Management
· CHF Canada’s Co-operative Management Conference
· Co-op staff association events

	· Co-op management company

	· Include training requirements in contract with co-op management company
· During tendering process ask companies about training opportunities for staff
· Get an annual report from management company about training done
· Allow time away from the job for management company employee training
· Discuss training requirements for staff during annual performance review
	
	Refer to CHF Canada’s Guide to tendering and Evaluating your property management company in Employment Resources at www.chfcanada.cooop







[bookmark: _GoBack]Checklist for board training
	
	Item
	Comments
	Ideas and resources

	New directors
	· Orientation for new directors
· Board of directors binder
for each director
· Training for new directors
	
	· Recap outstanding issues at first meeting of the new board
· Give new directors a list of useful resources (Refer to Resources at www.chfcanada.coop)

· For the board of directors binder, consider including:
· All by-laws and policies
· Current budget
· Most recent audit
· RGI service agreement
· Management/employment contract
· Conflict of interest declaration, confidentiality agreement, ethical conduct agreement
· Space for agendas, minutes and other material
· Offer new directors the opportunity to take CHF Canada’s on-line Board Basics

	All directors
	· Sign required forms (confidentiality, conflict of interest, ethical conduct)
· Annual planning session to set goals and priorities for the year ahead
· Annual training session for directors

	
	· Contact your local federation or CHF Canada to arrange for a facilitator for the annual planning session
· Contact your local federation or CHF Canada to arrange for a training session
· Consider the following topics for a training session:
· Governance
· Legal responsibilities
· Financial statements
· Chairing
· Directing and evaluating co-op staff
· Complete CHF Canada’s Good Governance Test
· To prepare for the annual planning session, have the members complete CHF Canada’s Member Satisfaction Survey
· Offer directors the opportunity to take CHF Canada’s online Board Basics





Checklist for volunteer training
	
	Item
	Complete and comments
	Ideas and resources

	· Identify volunteers that need training
· Member approval
· Unit inspections
· Privacy officer
· On-call
· Finance
· Election workers
· Other? 


	· Identify needs 
· Set training plan
· Organize training sessions as required

	
	· Distribute resource materials for new volunteers
· Sign confidentiality agreements as required
· Orientation for new volunteers
· On-the-job training
· Buddy system for new volunteers
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